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Welcome to the
Voucher Management System (VMS)!

This web-based tool is used to manage Access to
Recovery Drug Court Client treatment and
recovery support services vouchers.

The Manual is divided into five sections that will go
over the steps you need to know to successfully
view the client referrals that have been assigned
to you, how to accept the clients and vouchers, and
how to send the information necessary to complete
the billing process.

If you ever have questions on how to maneuver
through the VMS system, please feel free to

contact Pima Prevention Partnership at:

azatrhelp@thepartnership.us

1-866-476-5777

Help is available Monday through Friday, 8:00 am
to 5:00 pm. We will make every attempt to re-
spond within one business day.

Section One: Getting Started

In this section you will:

o Find out where to go on the internet to access the VMS system
and learn about your password.

e Become familiar with the components on the VMS home page

Section Two: Client Services

In this section you will learn how to: search for, and review:

e Search for, and review, client referrals to your agency.

e Search for, and review, vouchers sent to your agency by the
Drug Courts Case Managers

e Accept the client referral.

e Accept vouchers so services can be provided to the client.
o Create Encounters to record the services rendered.

e Release the Encounters to billing.

Section Three: Billing and Payment

In this section you will learn how to:

e View billing claims and provider payments

Section Four: End of Services

In this section you will learn how to:

e Close a client record
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Before You Start...

v’ Use Internet Explorer as your web browser.
The VMS does not work well with other web
browsers such as Mozilla Firefox.

v’ Please note that the website address does
not include “www” at the beginning.

v’ “Maximize” your screen by clicking on the
icon in the top right corner.

v’ Always remember to log out of the VMS
system. For security reasons, the system is
designed to lock out users with open,
inactive connections.

The VMS website address is:

https://az.witsweb.org

Each time you log into the VMS, you will enter a
User ID, Password, and PIN.

« You will receive an email with your User
ID, Password, and PIN number to use
the first time you log into the system.

« Once you log in, you can choose your
own Password and PIN. These must be
at least six (6) characters long and con-
tain at least one number and one letter.

v’ Many of the screens allow you to
download the information into an Excel
spreadsheet. To download, look for the

link and hold the ||[CTRL

button down until the prompt to open

the file appears.
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Section One: Getting
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Section One:

Getting Started in VMS
v" The Home Page

The first screen that opens in the VMS system is

the Home Page. This is where you’ll be able to see

any referrals and announcements for your facility.

If there are any announcements for your agency,
you will see them in the “Announcement” section of
the Home Page.

v Any announcements that have been posted for
your agency will appear in the “Announcement”
section of the Home Page.

To view the details on an announcement click
on Review active link in the “Actions” column.

v Referrals will appear at the top of the screen
directly below the Top Navigation Bar.

To review the client referrals for your agency:

1. Move your mouse to the Left Side
Navigation Pane

2. Click on the Agency link
3. Click on the Referrals link
4. Click on the Referrals In link

This opens the Referrals Search screen.

Arizona
nramning
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Agency ¥
Agency List ¥
Agency Profie

User: Calending, Kay August 2008
10 Test Provider, 10 TP Facility

Logout
Home

WITS Version : August 2003

Announcements
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ARNGUNCEMENtY
Referrals ¥
Referas v

Vouchers

Announcements will appear in this section

Review Q
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Home Page
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Referrals for ABC Treatment Program (Export)

Referral Status Codes

Referral Created/Pending
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‘Q% For help with the VMS system, email azatrhelp@thepartnership.us
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From the Referrals Search screen, you are able to
search for the clients who have been referred to

User: Multanen, Megan
Loc:  ABC Treatment Program, ABC Treatment Program

your agency. beg in Referrals for ABC Treatment Program 0.
Referral Status Codes Search Criteria

To search for client referrals:

1. Select your search criteria from the “Referral
y . . Referred To Facility
Status COdeS bOX by CIICkIng On the COde Review loVES, SOMECNE 81272008 Recovery Support Services Placed/Accepted ABC Treatment Program
SO |t |S hlghllghted Review Wrong, Julie 81272008 Recovery Support Services Placed/accepted ABC Treatment Program

loves, someoné 8/12r2008 Recovery Support Services Placed/accepted ABC Treatment Program

Review Sawicky, Sharon 6/25/2008 Recovery Support Services Placed/Accepted ABC Treatment Program

\/ NeW referrals W|” be Categor'zed under Review Doe, John 71272008 Recovery Suppert Services Referral Created/Pending ABC Treatment Program
“‘Referral Created/Pending.”

v You may select more than one status Referral Status Codes Definitions
code by holding the Shift key while click-
ing on the code.

v If the Search Criteria box is left blank, the

« Placed/Accepted: The provider has accepted the
referral and agrees to provide the services.

« Referral Created/Pending: The provider has not yet

system will list all of the clients referred accepted the referral. These are new referrals for the
to your agency, regardless of their provider to review and accept or decline.
status. » Referred Terminated: The provider has terminated the
2. Move the status code to the “Search Criteria” referral.
box by clicking the ﬂ button. « Refused Treatment: The services were refused by

either the client or the provider.
3. When you have selected all of your search

criteria, click on the Go button This will bring
up a list of client referrals for your agency
that match the search criteria.

« Waitlisted: The provider plans to accept the client;
however, the client must be put on a waitlist to receive
services.

O For help with the VMS system, email azatrhelp@thepartnership.us Arizona ATR Provider How To Guide 6
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When the client list is generated, any referred
clients for your agency appear at the bottom of the
Referrals Search” screen. This screen contains
several categories:

Actions: \What options you have, (i.e. review
client referral information). This box will contain

an active link.

Name: The name of the client as entered by the

referring party (i.e. the Drug Court).

Referral Date: Date Drug Court Case Manager

referred client to services.

114383521 5463100
ME658350G03T100
FZ43885FAB0TIH
FZ43885FAB0TIH
MZ215855EP345101
M125550AH066110
FZ28202AW026100

FS082B0EP298120

Referral Status Codes

Referrals for 2 TP Fadility gypom

Search Criteria

Smith, David
Gonzalez, Reggie
Afton, Amy
Afton, Amy
Peters, Paul
Harding, Fred
“argaz, Dora
Penman, Amy

DOB
41311883
B/8/1573
12/2411878
12/2411878
1211983
1121585
2/2M562

5/20/1582

Created Date
THO/2008
THO/2008
THO/2008
TIZ4/2008
TIZ4/2008
§/3/2008
§/3/2008
§/3/2008

Referring Agency/Facility

Maricopa County Drug Court/Maricopa County DC
Maricopa County Drug Court'Maricopa County DC
Maricopa County Drug Court'Maricopa County DC
2 Test Provider/2 TP Facility

Maricopa County Drug Court'Maricopa County DC
Maricopa County Drug Court'Maricopa County DC
Maricopa County Drug Court/Maricopa County DC
Maricopa County Drug Court/Maricopa County DC

Referred To Modality

Recovery Support Services
Recovery Support Services
Recovery Support Services
Recovery Support Services
Recovery Support Services
Recovery Support Services
Recovery Support Services

Recovery Support Services

Referral Status
Placed/Accepted
Placed/Accepted
Placed/Accepted
Placed/Accepted
Placed/Accepted
Referred Terminated
Placed/&ccepted
Placed/&ccepted

Ref to Facility

2 TP Facility
2 TP Facility
2 TP Facility
2 TP Facility
2 TP Facility
2 TP Facility
2 TP Facility
2 TP Facility

Referred to Modality: The service category to which the
Drug Court Coordinator is referring the client. This will be
either Recovery Support Services or Treatment Services.

Referral Status: Automatically displays the appropriate
referral status code.

Referred to Facility: The facility to which client is referred
for services.

Non-System Agency: Indicates whether the partner is part
of the ATR system.

Referral Comments: Contains any comments the Drug
Court Coordinator has made in the referral process.

Referral Comments

(O For help with the VMS system, email azatrhelp@thepartnership.us
.
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Detailed client referral information can be seen for -
. . . . . Referrals for Facility 1 gporg
each of the clients listed by reviewing the client Referral Status Codes search Criteria

Placed/&ccepted [~

re fe rra I Referral Created/Pending |
" Referred Terminated

Refused Treatment Il

To review the client referral:

@AM Referral Created Date Referred To Modality Referral Status Referred To Agency Referred To Facility Hon System Agency Referr:
Review ﬁ;"g:iie 211972008 g:f\:ﬁ:’s” SUPROM piacedinccepted Provider Faciity 1
1. Click on the Review active link in the Actions Review g:s:i'e 202612008 2:?\:3’3”5“”""“ PlacediAccepted Provider Faciity 1
bOX- The Cllent Referral Screen WI” appear Reviewy 22313! 3i2/2008 ZZ?&;Z?SUWOH Placediaccepted Provider Facility 1
. . . . XeVIewy 02' Recqvery SUppon ace: ccepted Provider acil
To see voucher information and details regarding i Servoes Lo A il
. , . . evizw 2% 300008 szjzzg SURRE b cedinccepted Provider Faciity 1
the client’s service needs, the referral will need to
be Accepted- r Referred By - Referred To
Agency Case Management Signed Consents Provider
. Facilty CM Agency Provider
TO Accept the Cllent refe rral: Staff Membe\i Najera, Ludwing Fgacim: Facility 1
Program ATR: 1/1/2008 - Staff Member
2. Select Placed/Accepted from the drop down st ot Progeam TR
H H 11 ” Y, e Reportin
list in the “Referral StatUS box. Reason No capacity o T:;e;ovs
. . . . If Other Non-System Agenc
3- CIICk FInISh to Complete thIS Step- Is Consent Yerification Required? Yes Non-S:ﬁem M:dam:
Is Consent Verified? Yes Non-System Specifier
Continue This Episode of Care? Yes Appt Date l— | Undetermined r_v]
Please Note: In this step you are accepting Comnerts il
the clients’ records so that you can see
detailed client information and any ‘
Referral Status flacedlAccepted M
comments entered by the Drug Court ReferralDete 372008
Case Manager. This is not a consent to PoRsdEnngs ©)
. . Crested Date 3/17/2008 207 PM e D
provide services. 2
3 or help wi e system, email azatrneip epartnersnip.us rizona roviaer How /o Guide
Y For help with the VMS t il trhelp@th t hi Ari ATR Provider How To Guide 8
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You can view client vouchers through the Agency
link on the Left Side Navigation Pane. However, to
accept the voucher, you will need to go through the
Client link.

When you accept a referral, the VMS will
automatically open the Client link, bypassing the
need to perform a client search.

To Accept or Decline a client voucher:

1. From the Left Side Navigation Pane, click on the
Client List, Client Profile, and Voucher links.

The Voucher List screen displays a list of the client’s
available vouchers.

v You must first accept the voucher before you can
see a client for the vouched services.

2. Click on the Profile link in the Action column.

A Voucher screen with a “Vouched Services List” will
appear.

3. To accept or decline the voucher click on the
Accept or Decline link in the Actions box at
the bottom of the page.

AriZzona
raining

Home Page
peency® Voucherz Pavor vailable Last Activity Date Actions
Client List ¥
[cient Profie] ¥ 3 ATRIATR, "3 %35 0000 311772008 Brofiis
Alternate Names State-RSS) A TvE

Addtional Information
Contact Info
Collateral Contactz

Other Numbers
:1> History

Activity List b
Voucher for 01, Client _
Group Enroliment ATR Status Pending
Plan ATR Agreement State-RSS - ATR State-RSS
Youcher # 38 Date Approved 3M7/2008
Effective Date 3/17/2008 Updated Date 3/17/2008 6:09 PM
End Date 6#17/2008 Updated By Provider, Agency

ATR Intake 31712008

Comments

Vouched Services List

Service Vouched Units Vouched Amount Encumbered Expended Available
Assessment - Diagnostic Interview 2 $240.00 0.0000 0.0000 240.0000
Housing Assistance 1 $95.00 0.0000 0.0000 93.0000

Total Youched: 338.0000

Total Encumbered: 0.0000

Total Expended: 0.0000

Total Available: 338.0000
Finsh

Please Note: If you Accepft this voucher you have accepted
this client and agree to provide the vouched service. If you
decline, you are indicating that you will not provide the
vouched services.

O For help with the VMS system, email azatrhelp@thepartnership.us Arizona ATR Provider How To Guide 9
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With the exception of accepting referrals, all of the
actions in the VMS will be through the system’s client
record, including: accepting a client voucher, recording
services rendered, and submitting records for billing.

The first step opening the system’s client record
involves performing a client search.

To perform a client search:

1. Move your mouse to the Left Side Navigation Pane
and click on the Client List Link

A blank Client Search screen will appear.

v To search for clients referred to your agency, fill in
any of the search fields (First, Last, SSN, DOB).

v" To see a comprehensive list of all clients referred
to your agency, leave all of the search fields
blank.

2. Click the Go button.

Once the Client List is populated, look for the particular
client whose referral you would like to review.

3. Click on the Profile active link for the appropriate
client. This link is located in the row where the
client’'s name is listed.

Arizona

Training

Home Page
Agency

Fleriiel v

Client Profile b
Activity Lizt »

Epizode Lizt

Syatem Administration b

My Settings »
Reports

Agency

Client Search

First Name‘

Facily |

LastName|

san |

Clent D |

008

Provider Cient D |

Treatmert Stft

¥ ‘ Primary Care Staff

Case Status Al Cients

v niake St

Other Number ’7
Client List (Expon)

Clignt 1D Full Hame
F11965901685100 1026, Test
F4T9935KKR58100 KKk, Tia
[12295420M184100 Wouse, Mickey
[443854ERETT100 referralAuthTest2, bobby
W419082ERB57100 referralAuthTest3, bobby
W359954ERG17100 referralauthTestd, bobby
I1443064ER512100 referralAuthTests, bobby

NumberType|

DOB

1111855
471988
2/211943
41411978
411570
5/501879
41411980

v/
i @
v| Clear E

3N

222-56-0368
125-58-5385
365-56-8412
564-05-7984
123-46-3892
564-32-1564
465-23-1854

Gender
Female
Female
Iale
Iale
Ifale
Ilale
Iale

Profile | Activity List

Activity List
Activity List
Activity List
Activity List
Activity List

Activity List

O For help with the VMS system, email azatrhelp@thepartnership.us
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Section Two:

Client Services
v"  Reviewing Client Information

By clicking on the Profile active link in the
client record on the Client List screen, you will
open the Client Profile screen.

v" From this screen you can use the Next
navigation button to see additional
information including

o Alternate Name

o Phone numbers

o Addresses

o Collateral Information

« Additional information including
special needs, ethnicity and notes

« History of the record (who has entered
information on the client)

v At any time, you may click on the Finish
button to complete your review.

Client Profile

Firat Name Michael Provider Client ID
Widdle Name Client IO M1195284MS977100
Last Name Smith
Mother's Maiden Name Record Created By Sarhy, Marion
Gender Male Lazt Updated By Sarhy, Marion
DOB 1411975 Created Date 2/28/2008 11:00 PM
SSN 123-78-7894 Last Updated Date 2/28/2008 11:00 PM

Drivers License

Haz paper file Yes @

Alternate Names

Addresses

‘&% For help with the VMS system, email azatrhelp@thepartnership.us Arizona ATR Provider How To Guide 11
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Section Two:

Client Services
v"  Reviewing Client Vouchers

Once you have accepted a referral, you can go in at
any time and view a summary, as well as a more
detailed description of the voucher. The
Authorization List gives an overview of the vouchers
that are connected to this client’s referral.

v When the Authorization List is opened through
the Agency link, you will be able to view all of the
information, but you will not be able to take any
actions, including accepting the voucher, from
this screen.

Arizona

i, ABC Traatmiit Program

i . Lag:
Tfﬂ“h‘ﬂg Clist: Do, Joha | MI1S4B40D9T7100 | Case B 1

To review voucher(s) for a client whose referral has been
accepted:

1. On the Left Side Navigation Pane, under the
Agency link, click on the Referrals link and then on
the Referrals In link

2. Select the client referral connected to the voucher you
want to review. The client name will appear in yellow on
the Top Navigation Bar

3. Click on the Vouchers link.

The Vouchers link will open the Authorization List screen,
which provides voucher information summary on each of the
vouchers issued to your agency for this client.

May 2008, Rev

s Please Note: viewing a client’s

Hemw e Authorization List voucher for services is not a
hpoey ¥ ' consent to provide services.
Ay Lat¥ N ATRRTRIZN Pedng 22008 42008 842000 00 T ¥ 1 i Biof
ipoyPoled (o mERI ey 1228 stes s o (IO 1) Pufs
@9“““ 2 ARARGY Py 208 50 00 o 00 00T o
Relatonafigs
Annguncements
Befaris ¥
Relemaish ¥
%% For help with the VMS system, email azatrhelp@thepartnership.us Arizona ATR Provider How To Guide ::23
version 1.




Section Two:

Client Services
v"  Reviewing Referral Vouchers

The Authorization Service screen gives you a more
detailed view of the client’s voucher, including the

requested service, the monetary value of the Le
voucher, and the active and expiration dates.

Authorization List

1. From the Authorization List screen, click on the -
Profile link in the Actions column. el

Chant: Dos, Joha | 119484

2008 Revd
i, ABC Traatmant Program
ATT100 | Case 0: 1

ATH [RTH, 1234] Mandmg 22008 3212008 Profi @
2 ATRIATR 123 Pending 77272008 81212008 Prgfie
v' Each voucher you receive from the Drug B___ARATRIZM___[Pedng (722008 et Bofl
Courts will contain only one service.
2. Once you have reviewed the voucher details click
the Finish button. This will return you to the
Authorization screen. am
Group Enreliment ATR Status Pending
- - Plan ATR Contract 10 TP123456 - TP10 Contract
\/ w' VIeWIng the . Authorization # 169 Date Approved 8/3/2008
voucher does not commit you Effeclve Date B/RI2008 Updatea Date 10/1/2008 533 Pl
End Date 12/8/2008 Updated By Calendine, Kay

to providing services. You will
be able to accept or reject the
voucher in the next step.

Comments

Authorized Services List
Group Standard Outpatient Treatment Services 10 350.0000 0.00 000 350.00

Om

%% For help with the VMS system, email azatrhelp@thepartnership.us
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After accepting a client’s voucher you can begin
providing services that are billable to the Access to
Recovery Program.

Services are recorded in the VMS as a Client
Encounter. Creating an Encounter record as
services are provided is required because this is
where the system shows:

v" Proof service was rendered

v Case notes that may be important to your
agency

v How services are billed and paid

To create an Encounter for a client:

1. Using the Left Side Navigation Pane, select
the client that this Encounter is for. (see p.
11 for detailed instructions on client
searches).

2. Once the Client record is active, click on the
Activity List and then on the Encounters
link. This opens an Encounter List screen.

3. Click on the Add Encounter Record link to
create a new Encounter

(3 Y T———

Home Page Encounter List (Emport)

Agency I Sue Date Service

Client List ¥
Client Profile b

Actity List ¥ @

[ntaks

Encountzry ¥

ENC ID Created Date

Service
Program Name| ATR : 7/1/2008 -

v
sarbae[ | endbate | |
satTime[ | eaTme[ |

Duration '7 v
# of Service Unﬂa.-'Seaa\cna’i

Rendering Staff| Calending, Kay v

Service Location v

Hotes

Arizona ATR Provider How To Guide 14
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In the Encounter for [Client] screen, complete the e Sage Encounter List (Expory A Encounter Record
required fields. Agency » SucDate Senice Actons
Client List ¥
. . . Client Profile b
1. Service: Only the services issued on the voucher Aciiy Lt ¥
will appear in the Service drop-down box. iake
P v

2. Program Name: This will always default to ATR

3. Service Location: This is not a required field;

however, If your agency has more than one Encounter For Handy, Fred

location select appropriate location BNC D Created Date

4. Start Date: The day the service is rendered. L v

. . Program Name | ATR : TH/2008 -
v" This refers to the date the service

v
was provided, not the date the voucher Stz End Dae
was issued. Please be sure each s Locatar v satme | garme ]
Encounter record that is created for Duaon| |
the same service has a unique Start fofenice UnisSessons|
Date

v

Rendering Staff| Calendine, Kay v
5. Service Units/session: This must be fewer than Hotss

or equal to the number of units indicated on the
voucher.

6. Rendering Staff: The system will automatically
enter the name of the VMS-trained personnel.

7. Notes: These are clinical notes for your purposes
only. They are confidential and cannot be viewed
by outside Agencies.

O For help with the VMS system, email azatrhelp@thepartnership.us Arizona ATR Provider How To Guide 15
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Section Two: Client Services

v'  Completing an Encounter Record

1. Once you complete the required fields click on
the Finish button. You will be returned to the (EncounterForoziGlent |
Encounter List screen. ea— T e R ' -
Program Name | ATR : 1/1/2008 - v
. . . Start Date EndDate [ |
v This Encounter will now appear in <o Lot e T
the Encounter List with a status of Duration | I ¥
i ” # of Service Units/Sessions :
NOt Released " RenderingStafleajera,Ludwing
Notes
v" You may continue to edit and add FEEEERR P s -
information to this Encounter until
you choose to Release the Encounter
to billing.
A ative A
2. To edit an Encounter, click on the Review link [esss o pate @_‘
in the Actions column Gncel G @D

Arizona

Test Provider, 10 TP Facility

Jrainin g Client: Barker, Bob | M820000ABS77110

Home Pags Encounter List (Eport Add Encounter Record
Agency &

Clent List ¥ 101112008 Group Intensive Outpatient Treatment Services
Clent Profile b

Activity List ¥
Intake

BT

Profile

Not Releazed Review @

%% For help with the VMS system, email azatrhelp@thepartnership.us Arizona ATR Provider How To Guide 16
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Section Two: Client Services

v" Releasing the Encounter

It is recommended that Encounters be released to

b” bl f bl kl b . A rfz ona User: Calendine, Ki August 2008
- 5 10 Test Prow)
llling as soon as possible, preferably on a weekly DasIs Trafﬂfﬂg e, Bt Al o

or as soon as services are provided.

Home Page Encounter List Eport) Add Encounter Record

To see the details of a completed Encounter and Agency b
i illi . Client List ¥ 10/1/2008 Groug Intensive Qutpatien { Not Releazed Review,
release it to billing: e eretic » ot Release eviw
Activity List ¥

1. Return to the Encounter List screen following the
steps outlined for “Completing an Encounter Record”

Intake

Frcourie v

2. Choose the appropriate Encounter record from the '
list and click on the Review link located in the o e
Actions column. A T T —
_ Service Locstion| Settme [ S —

v" Note that now the “Administrative Actions” box, e mmwsas'ns
two active links appear: Release to Billing and Rendering Stot[Naere, Luiwing
Delete. e

3. Click on the Release to Billing Actions link if the

Encounter is ready for billing.

v" When an Encounter is released to billing, it  pErT———
becomes ‘read-only’ and cannot be edited. [reessetoaina oo |
If you release an Encounter before it was ready S D -
for billing, contact your Drug Court Case ‘ Logout
Man ag ers. Add Encounter Record

v You will see that the Encounter Status has
changed in the Encounter List screen and now
reads “Released.”

\V_/
Relzazed Review

%% For help with the VMS system, email azatrhelp@thepartnership.us Arizona ATR Provider How To Guide 17
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After you release an Encounter to billing, the

Occasionally, a discrepancy may be found in one of
encounter becomes a Claim for Payment. Y pancy may

the Claims. When this occurs, the entire claim batch

Once a week, the VMS puts all of the claims will be returned to you for correction. (See pages 21-
your agency has submitted into a Claim Batch. 25 for instructions on correcting a Claim.)

These Claim Batches are reviewed for Although this process takes place entirely within the
accuracy and then forwarded for payment. The VMS, you will also receive an email explaining why
system will generate an automatic email to let the Claim Batch was returned and what corrections
you know the claim has been accepted. are needed.

Provider Claim Submission Acceptance Confirmation Provider Claim Submission Rejection Confirmation
The following e-mail will be send upon acceptance The following e-mail will be send upon acceptance
To: To:
CC cc:
Subject; Claim Submizsion - Accepted Subject: Claim Submizsion - Rejectsd

Message: This emall iz to acknowledge receipt and acceptance of your claim submission received on 7/28/2008 with claims Message: This email i to acknowledge receipt and rejection of your claim submiszion received on 7/28/2008 with claims
totaling $200.00 totaling 200.00. Your submizzion has been rejected for the following reason(z):

o M The reviewer will provide an explanation for the claim rejection
Cancel ﬂeﬁa
O For help with the VMS system, email azatrhelp@thepartnership.us Arizona ATR Provider How To Guide 18
e version 1.3



The VMS allows you to track your claims as ltem Status Definitions:

they advance through the system. « Awaiting Review: These claims have not completed the
system-automated review process.

To view the status of a claim: « Hold: The Hold status indicates that the review process has

1. Using the Left Side Navigation Pane, click been temporarily suspended for this claim.

on the Agency and Billing links. . Released: This claim has completed the system review and is

2. The first item under Billing is Claim Item ready to be batched.

List. Click on this to open the Claim ltem . Batched: Claims with a Batched status have been processed

Search page. through VMS and are ready to be submitted for payment.

v" You can search Claim Items by « Rejected-Awaiting Review: This status indicates the system-
entering the criteria into the automated review detected a claim error, and the claim was
search fields or leave all fields manually reviewed and returned to the Agency for correction.
blank to generate a list of all Ardzona User: Calendine, Kay
Claim Iltems. Tarauning Cliant: =

v' By default, the Claim Item List SLEE Pian| v

X X . Agency List - _ -
will display all Claims with ERTEr T _— E':i: :m=:
v . » & Followwup Due Sub=criber/Re=sp Party First Mame =
the “Awaltlng ReVIeW Status chf"fiti'l_tiz:-b Subscriber/Resp Party Account # |
;taff U;age Woucher # |
Biling ™ kem Status | All Awvaiting Rewiew b
Claim Batch List 5-" Aowaiting Rewview
Encountsr List Claim Item L ! Possible Duplica
EOB Transaction List Item # Awvaiting Review-Insu fficisnt Fund
Payment List b Hold
Biling Transaction List Relsased
Client Balance Batched _— o
Payor Plan List b Rejected-Anwvaiting Review
1
O For help with the VMS system, email azatrhelp@thepartnership.us Arizona ATR Provider How To Guide 19
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Section Three:

Billing and Payments
v"  Reviewing Claims

The Claim Item List displays the results of your
Claim Item search.

1. Click on the Profile link in the Actions column
to see more detailed information on the Claim
ltem.

v The detailed profile includes information
on the type of service provided, the
service dates, billing units and payment

Ccom e searan
Plan|
Clent FistName [ |
SubscriberResp Party FistName | | SRParylastlame[ |
Subscriber/Resp Party Account # |:]

Voucher # :

tem Status | All Awatting Review

Claim Item List (Export)

Group Enrollment|:E ENC D:

Client Last Name |:| Charge|
siee[ |

Faciity|

= &

33 04, Client 30612008 2110 Awatting Review-Insufficient Funds 3/6/2008 $900.00 Profile
amou ntS . 34 04, Client 3/6/2008 2110 Awatting Review-Insufficient Funds 3/6/2008 $600.00 Profile
37 04, Client 3/6/2008 2020/N Awatting Review-Insufficient Funds 3/6/2008 $165.00 Profile
= Ddullingt 2212002, 2440, "uﬁ‘ﬂuﬂm 2422002,
Home Page Profile for Claim Item # 108 for Barker, Bob
Agency ¥ ENC ID: 35 Delivered Service: 2080/0
Agency List - Service Start: 10/1/2008 12:00 AM
GPRA Dizchargs Dus Program: ATR Service End: 10/1/2008 12:00 AN
GPR.»T'-\ Fn.llnwup- Due Di e 7 6 Durati
;i‘cf":{."f:" Pregnant: # Sessions/Units: §
s Status: Released Rendering Staff: Calending, Kay
Staff Usage
Billing ¥ Service Fee
[ Biling Units 5.00| X Rate/ Unit 36000 = $300.00 ‘ Cost Center I:
Claim Batch List -
Encounter List Group Enroliment ATR [ATR, 10 TP123456] Biing tiete
roup enrolimen
EOB Tranzaction List Post Date 10/2/2008
Plan ATR
Payment List b
Biling Transaction List Payor Biling Service Group Intensive Outpatient Services: 208010
Client Balance )
Payor Plan List & Service Location |
LSS Unit Desc 1 unit =1 hour
Contract Management b
Client Lizt w Authorization 174-2080 Available 300.00
My Settings » thiz claim item:

‘&% For help with the VMS system, email azatrhelp@thepartnership.us
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A Claim Batch may be rejected for several
reasons, including for example, if units were
inadvertently double billed, or an encounter was
released prematurely.

VMS will generate an email notifying you that the
claim batch was rejected, and you will need to go
into VMS to resolve the rejected claim batch.

Resolving the Claim Item error requires 4 steps:

Remove the claim item needing fixing;
Resubmit the claim batch minus the claim item;
Correct the claim item;

> onh =

Resubmit the corrected claim item;

A minority of claims will have slightly different
procedures for resolving a claim. Page 25 reviews
the exceptions and details the additional steps
needed to resolve the claim.

O For help with the VMS system, email azatrhelp@thepartnership.us Arizona ATR Provider How To Guide 21
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Section Three:

Removing a Claim ltem:

. Starting at the Left Navigation Menu, first click on

agency, then billing, then claim batch list.

On the Provider Claim Batch List page, search for
batches with a “Rejected-Awaiting Review”
status. This status indicates the Claim Batch in
question.

In the Actions column for that batch, click on
Claim Iltems

The Claim Items for that batch will appear in the
Claim Items table

4.

Click in the check box on the far left side of the
Claim Item List table to select the claim item
needing to be modified or deleted from the batch
Then click on Remove from Claim Batch in the
upper right hand corner of the Claim ltem list
table.

This action will remove the specified claim item.

Home Page

Agency ¥
Agency List &
GPRA Discharge Due
GPRA Followup Due
Facility List &
Staff List &
Staff Usage

iling ¥
@ Claim ftem List
.
Encounter List
EOB Transaction List | 29
Payment List
Billing Transaction List | 37

Miznt Ralan~z

Arizona

Trarning

Home Page
Agency ¥
Agency List &
GPRA Discharge Due
GPRA Followup Due
Facility List b
Staff List b
Staff Usage
Biling ¥
Claim kem List
Encounter List
EOB Transas ction List
Payment List b
Billing Tranzsaction List
Client Balance
Payer Plan List b
Woucher List
Contract Management b
Client List b

System Administratioj 4
Ky Settings b

Reports

Claim Batch List (Export)

Billing and Payments
v"  Resolving a Rejected Claim Batch

Plan Name | v Created Date |
Billng Form| v Transit Date |
patch#| | Status |

Provider Claim Batch List

)

P9

Billed Contract WITS Batch P $250.00 T10/2008 7H10/2008 ProTle
Rejected-Awaiting  TPS Claim tems |
Review Contract WITS Batch P §250.00 T10/2008 7H0/2008 Profie

TP Claim tems |
Accepted Contract WITS Batch P 2600.00 7I28/2008 7/28/2008 Profile

Provider Claim Batch List

e e —

—

Claim Batch List Eport)

Rejected-Awaiting  TP7
Review Contract

Claim tems |
Profile

27 WITS Batch P $275.00

7102008 7H10/2008

TF7 WITS Batch P 220000 71282008 7r2ar2008 | SR tems |

= Accepted Contract Profile

Claim Item List for Batch 27 Ewport) Remove From Claim Barch

o
[alr) 43 Afton, Amy 2070 Batched T3 £75.00|Profie
I~ |as £ Afton, Amy 4010 Batched T2 S200.00 Profie

%% For help with the VMS system, email azatrhelp@thepartnership.us
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Reprocessing the Original Claim Batch:

Once the claim item that needs correcting is
removed from the claim batch, the original batch
will need to be resubmitted.

To Resubmit a Claim:
1. Return to the Provider Claim Batch List screen

2. Click on the Profile link associated with the
claim to be reprocessed. It will still show a
“‘Rejected-Awaiting Review” status.

3. Click on the Reprocess Batch link in the
Administrative Actions box.

This will change the status to Released, and the
options available in the Administrative Actions
box will change to Awaiting Review, Hold, Void,
and Bill It

4. Click on the Bill It link to send the batch to the
payer for approval. The status of the batch
should be “Billed” in order to be processed for
payment.

Prowder Claim Batch List

Plan Name | v| Created Date

Biling Form | L | Transmit Date
GPRA Followup Due

Facilty List
Staff List & Clear 1_—&

Staff Uzage

ilig ¥
Claim tem List

Home Page
Agency ¥
Agency List b
GPRA Discharge Due

Claim Batch List (Export)
Batch # Status Batch For Billing Form Order Charges Service Mo/Yr Created Transmit Actions

Claim Batch List 20 Biled i WITS Batch P 5250.00 7012008 702008 ST EmE |
2 Contract Profile
Encounter List
Rejected-Awaiting  TP% [

EOB Transaction List | 29 THO/2008 THO009
Payment List

Biling Transaction List

Review Contract WITS Batch P 5250.00

Claimn tems |

FProfile
Mlian: aim Batch Profile

Accepted WITS Batch P 3600.00 TI28/2008 T/28/2008

Batch # 26 Charge Amount $70.00

Batch For TPE Contract Status Rejected-Awaiting Review
Created By Process, Claim Batch Created Date 7/10/2008 6:20 PN

Updated By Process, Claim Batch Updated Date 7/10/2008 6:20 PM

Biling Form | WITS Batch hd Transmit Date 7/10/2008 12:00 AM

QOrder Primary Ignore Warnings No

Service Month/Year

Errors List (Q;g!

Created ltem #

Release Hold Void l Reprocess Ealcrl

Cancel (EENED EOED

Provider Claim Batch Profile

Batch # 20 Charge Amount 5250.00

Batch For TPS Contract
Created By Process, Claim Batch
Updated By Process, Claim Batch
Billng Form | WITS Batch v

Status Released
Created Date 7/10/2008 2:50 PM
Updated Date 7/10/2008 2:50 PM
Transmit Date 7/10/2008 12:00 AM

Order Primary Ignore Warnings No

Service Month/Year

Errors List (ex Q!

Item #

@

~ |

Administrative Actions

[ svatng evev o

cancel “Bave Finsh
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Correcting a Claim Item:

With the Claim Item removed and the original Claim
Batch resubmitted, you are now ready to correct the
Claim Item and resubmit it to billing.

To correct a claim item:

1. Click on the Claim ltem List link in the Left
Navigation Menu.

2. Select the appropriate Claim Item to review,
and click on the Profile link in the Actions
column.

v The Administrative Actions box shows
three options:

3a. You may modify the units and then save and
click Release to re-release the claim for billing;

3b. Hold the claim, which will allow you to hold off
on making any changes, although some action
will be required at some point for payment; or,

3c. Reject (Back out) of the claim. If you choose to
reject or back out of the claim, it is removed
from the system, and a new encounter will need
to be created.

4. Once you re-release the claim for billing, it will
be included in the next batching of claims.

Home Page

Agency ¥
Agency List b
GPRA Digcharge Dus
GPRA Foliowup Due
Facility List b=
Staff Lizt b

Staff Uzage
<D Billing ¥
Claim Batch List
Encounter List
EOB Tranzaction List
Pawvment Lizt b 3
Billing Transaction Lizt 3
Client Balance
Pawor Plan Lizt »
Woucher List

Item #

Claim Item Search

Plan A

Client First Mame [ |
Subscriber/Resp Party Firzt Name '7
Subscriver/Resp Party Account#[ |

tem Status 4

Claim Item List (Export)

Woucher #

Client Name Charge Actions

Jams, Jimrmy
Jams, Jimnmy
Pendergrass, Portia

Pendergrass, Portia —_—
ENC ID: 48 Delivered Service: 2130/RT
Service Start: 7/10/2008 12:00 AN
Program: ATR Service End: 7/10/2008 12:00 AM
Diagnoses: / [ Duration:
Pregnant: # SessionsiUnits: 1
Status: Awaiting Review Rendering Staff: lden, rene
Service Fee
[ Biling Units 1.00) X Rate/Unit 515000 = $150.00 Cost Center
Biling Note
Group Enroliment ATR [ATR, 9 TP123456]
Post Date 7/10/2008
Plan ATR
Payor Biling Service Residential Treatment: 2130/RT
Service Location A
Unit Desc 1 unit = 1 day
Authorization 54-2130 Available  0.00
3 Ava_\lable_ to pay 0.0000
this claim item:
|- Administrative Actions
Hold Release Reject (Back Out)
T _com—
Cancel Save Finish

v Note: Encounters corresponding to claims that
have been backed-out will appear in red in the
encounter list. The encounter can then be either
modified as needed and released to billing or
deleted from the encounter profile screen.
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Situational Variations for Claim Batch Resolutions: omeFase ——— S
Under certain circumstances, you will have a claim e s e Siing Form 3
batch that requires additional steps to resolve it. e Baich # v
The two circumstances you are most likely to e r———— ——
encounter are described below, along with the Btch # Status BatchFor Billng Form Order Charges Sg
additional steps you will need to take to reconcile (ZIETE R e e e } T
the Claim Batch. e
If a Claim Batch is resubmitted prior to making e e, b homo———
modifications: = e B e E—

v'If a rejected claim batch is reprocessed before Iy 7

modifications were made, you will need change ot ——— - ——

the claim’s status in the system before you will o

be able to modify the claim. “‘mm’@)
To change the status: o (o] st o s |

1. Click on the Claim Batch list on the left hand side

Navigation Pane If a rejected Claim Item is associated with a closed voucher:
2. Search for the appropriate claim batch _ _ ]
3. Click on the Profile link for that claim batch Claim Items associated with a closed voucher

4. Click on “Awaiting Review” in the Administrative cannot be manipulated.

Action box on the lower left side of the screen.

v Contact your Drug Court Case Manager to have the

Once the status has been changed, continue with voucher temporarily re-opened to allow modifications to a
step 2 on page 22. claim item.
O For help with the VMS system, email azatrhelp@thepartnership.us Arizona ATR Provider How To Guide 25
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Section Three: Billing and Payment

v'  Reviewing Payments

Home Page Payment Search

As with the Claim Batches, you are able to view R Payor Pn|

; ischarge Due Posted Date[ |
your claim payment status once they have been TR Dacterse B
SU bmltted for payment. ;?:;T{;f:" Cuntracmr| .V.,| @

€2> Staff Usage ot -
. = Biling ¥ e

To review Payment Status: e Payment List (Export

Claim Batch Lizt
Encounter List

1. Using the Left Side Navigation Pane, click on the EOB Transacton Ls

Agency and Billing links. e

Biling Tranzaction Lizt
Client Balance

2. Click on the Payment List link to open the Payor Pan List >
Payment Search screen. Voucher List

3. Enter any search criteria you want to include and
click the Go button to run the search.

Payment Search

Payor Plan | Client | | Pmt#| |
v" The search will generate a payment list . "“:‘:" D‘“T |:]|:] ) I:d:“f::
. . . yment Amoun napp uni
showing all payment submissions. ]
4. Click on the Profile link in the Actions column to e D
VieW more detalls Payment List (Export) Add Contract Payment Add Client Payment Add Plan Payment
8 AOC Agency - State-CM 2/28/2008 $0.00 $0.00 Profile
7 AOC Agency - State-CM 2/29/2008 $410.00 $0.00 Profile
6 AOC Agency - State-CM 12/29/2008 $0.00 $0.00 Profile
S AOC Agency - State-CM 2/28/2008 $165.00 $0.00 Proﬁle
4 AOC Agency - State-CM 2/28/2008 $110.00 $0.00 Profile
3 AOC Agency - State-CM 2/28/2008 $300.00 $0.00 Profile
2 AOC Agency - State-CM 12/2812008 $700.00 $0.00 Profile
‘&% For help with the VMS system, email azatrhelp@thepartnership.us Arizona ATR Provider How To Guide 26
: version 1.3



Section Three: Billing and Payment

Reviewing Payments — Definitions

The Payment List screen shows the status of a
specific Claim for Payment. Here you can see all
Claims released to billing and that are ready for
payment' Payment List (Expory) Add Contract Payment Add Client Payment Add Plan Payment
8 AOC Agency - State-Cl /2972008 $0.00 $0.00 Profile
Payment List Definitions JjAuCAgency SOl |2Z201R il 30 s
6 AOC Agency - State-CM 212912008 $0.00 $0.00 Profie
« Payment #: The payment ID assigned by the § AOC Agency - State-Cll 272672008 $165.00 $0.00 Profie
. 4 AOC Agency - State-CM 212812008 $110.00 $0.00 Profile
paylng agency' 3 AOC Agency - State-CM 2/28/2008 $300.00 $0.00 Profile
. H 2 AOC Agency - State-Ci 212812008 $700.00 $0.00 Profile
« Payer Name: The name of the agency making e T o — i
payment.
« Posted: The day the claim item was submitted
for payment
o Payment Amount: The dollar amount that is
being billed and requires payment TotalPayment | $1,785.00
o Unapplied Amount: The amount remaining
that has not been paid.
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Once you have clicked on the Profile active link,

the Payment Profile screen appears. Here you

H : H : . Payment# 7 Posted Date 2/28/2008
can enter any necessary information including: Wil - ——— R
Client Name Created Date 2/28/2008 11:38 AM
o Comment- Enter any comments you have Fransacion Type  HERER et
that are not directly related to accounting or Reference 7 Fayment Amount $410.00
billing of this claim. accounting or billing Comment [ | Unappiied Amount s0.00
regardlng the Clalm Intended For | On Account 2]

« Receipt date— By default this will be the day
the payment is to be posted; however, this is b Pt Aot Ao Pt
an editable field @
Cancel 'm 'ﬁ

o Intend for— This drop down menu has the
options of On Account or Existing Contract.

v" Click on the Finish button to save any
changes and complete review of the payment
profile.

You will be taken back to the Payment List
screen.
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Once the client’s vouchers have been
expended, if you do not anticipate providing
any additional services to this client, you will
need to “Close the Case” for that client. Once
a client is closed, you no longer have the ability
to see information related to that client.

To close a client case:

1. Make sure the record for the client
whose case you are closing is active.

v You can verify you are in the right
client record by looking to see
whether the client’'s name appears in
the Top Navigation Bar.

2. From the Left Side Navigation Pane,
click on the Activity List link and then
on the Intake link.

Intake Case Information

Intake Facilty| Ch [~ Case #2
Irtake Staffi Majera, Ludwving v? e Caze Status| Cpen Active | w
Initial Contact| Cther ™ Initial Cortact Date
Residence| Boone v | Intake Date| 44 072005
Pregnart| ho [+]| Due Date
Reterral Contact; v Prenatal Treatment; v,
Add Referral Cortact Info HIY Postive| o ||
ATR Intake? Yes
Problem Areai V
Inter-Agency Service o Inter-Agency Service Selected
Child Protective Services (OCS) |~ j: SocialCommunity Services
CourtfLegal Interface =3
DCsF j
elopmental Disabilities [l | @

Date Clozed Save & Cloze the Case Cancel ave - CFin SH

This will open the Intake Case Information screen.

3. Enter the desired date in the “Date Closed” field lo-
cated in the lower left-hand corner of the page and
click on the Save & Close the Case link

4. Click on the Save and Finish buttonto  complete
this step.
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